Special Characters 


> (greater than operator), ACCESS B-15 

« (less than operator), ACCESS B-15 

# (hash mark; pound sign), ACCESS B-10, EXCEL 
C-8 

$ (dollar sign), EXCEL C-2 

% (percent sign), EXCEL B-7 

‘ (apostrophe), EXCEL A-10 

* (asterisk), ACCESS B-10, EXCEL B-7 

+ (plus sign), EXCEL B-7 

- (minus sign), EXCEL B-7 

/ (slash), EXCEL B-7 

= (equal sign), EXCEL B-6 

>= (greater than or equal to operator), ACCESS B- 
15 

<= (less than or equal to operator), ACCESS B-15 
? (question mark), ACCESS B-10 

«» (not equal to operator), ACCESS B-15 

^ (caret), EXCEL B-7 


>A 


absolute cell references, EXCEL B-14—15 
copying formulas, EXCEL B-18—19 
absolute links, INTEGRATION D-16 
Access 2002, OFFICE A-2, OFFICE A-8—9 
advantages, ACCESS A-2 
converting objects to static or dynamic Web pages, 
INTEGRATION D-11 
creating Web pages from tables, INTEGRATION 
D-10-11 
Excel compared, ACCESS A-3 
exiting, ACCESS A-18, ACCESS A-19 
exporting tables to Excel, INTEGRATION B-6—7 
exporting tables to Word, INTEGRATION B-7 
merging data between Word and, INTEGRATION 
B-2-5 
starting, ACCESS A-6, ACCESS A-7 
Actions option, OUTLOOK AP-4 
active cells 
datasheets, PONERPOINT D-6, POWERPOINT D-7 
worksheets, EXCEL A-6 
Add Favorite dialog box, INTERNET A-8, INTERNET A-9 
addition operator (+), EXCEL B-7 


cells, EXCEL A-6 
Address bar, INTERNET A-6, INTERNET A-7 
Address Book, adding contacts, OUTLOOK A-8—9 
Align command, POWERPOINT C-8 
aligning 
controls, ACCESS D-12-13 
objects. See aligning objects 
paragraphs, WORD C-8-9 
text. See aligning text 
aligning objects, POWERPOINT C-8, POWERPOINT C-9 
rulers, POWERPOINT C-6 
snap to grid feature, POWERPOINT C-6 


About Microsoft Access option, Help menu, ACCESS A-19 
_ appointments, managing, OFFICE A-16, OUTLOOK AP-2, 


address(es). See a/so Universal Resource Locators (URLs) : 
: undoing adjustments, WORD A-8 

: AutoFill, EXCEL B-16 

: AutoFit Selection command, EXCEL C-8 

: AutoFormat dialog box, EXCEL C-7 

: AutoFormat feature, EXCEL C-7 

: AutoForm button, ACCESS C-5 

: automatic features, markers, WORD A-8 

: AutoNumber data type, ACCESS B-3 

: AutoNumber field, ACCESS A-12 

: Auto Order button, Tab Order dialog box, ACCESS C-12, 


Index 


: aligning text 


tabs, WORD C-10-11 
vertically, WORD D-6 
words or sentences, POWERPOINT C-12 


Align Left button, ACCESS D-15 

: alignment, changing, EXCEL C-6, EXCEL C-7 
: Align Right button, ACCESS D-15 

_ And criteria, ACCESS B-19 

: animation 


animating text, WORD C-4 
slides, POWERPOINT D-18-19 


: animation schemes, POWERPOINT D-18 
_ animation tags, POWERPOINT D-18, POWERPOINT D-19 
i annotating 


charts, EXCEL D-14, EXCEL D-15 
slides, PONERPOINT D-14 


apostrophes (’), numbers not part of calculations, 


EXCEL A-10 


: applications. See also specific applications 


compatibility, OFFICE A-2 

integrating. See integration 

multiple, opening, INTEGRATION A-4—5 

open, switching between, INTEGRATION A-5 
Apply Filter or Remove Filter button, ACCESS B-11 


OUTLOOK AP-3 


* area charts, EXCEL D-3, POWERPOINT D-7 

: arguments, ACCESS D-10 

_ arithmetic operators, EXCEL B-6, EXCEL B-7 

< ARPANET, INTERNET A-4 

: Ask a Question box, WORD A-6, WORD A-7, WORD A-15 
: Ask a Question list arrow, EXCEL A-16, EXCEL A-17 

: asterisk (*) 


multiplication operator, EXCEL B-7 
wildcard, ACCESS B-10 


* attachments to e-mail messages, OUTLOOK A-14—15 
: attributes 


changing, EXCEL C-6, EXCEL C-7 
replacing, POWERPOINT C-13 


: audience handouts, POWERPOINT A-3 

; audience impact from presentations, POWERPOINT B-17 
: audio clips, RealPlayer for playing, INTERNET A-19 

: AutoComplete feature, WORD A-9 

: AutoContent Wizard, POWERPOINT A-8—9 

: AutoCorrect feature, EXCEL C-16, POWERPOINT B-6, 


WORD A-8, WORD A-9 
inserting text, WORD B-15 


ACCESS C-13 


| AutoReport, ACCESS D-4 


: AutoSum button, EXCEL B-10 
: AutoText entries, WORD D-13 
: AVERAGE function, EXCEL B-11 


>B 
: Back button 


Help window, WORD A-14 
Save As dialog box, WORD A-11 
Standard Buttons toolbar, INTERNET A-7 


| backgrounds 


customizing, POWERPOINT C-16, POWERPOINT C-17 
predesigned, POWERPOINT C-16 


bar charts, EXCEL D-3, EXCEL D-8, EXCEL D-9, 


POWERPOINT D-7 


! Between option, conditional formatting, EXCEL C-15 
: black and white 


overheads, POWERPOINT A-3 
viewing presentations, PONERPOINT A-17 


: Blank Workbook button, EXCEL A-9 

-body text, POWERPOINT B-6 

: Bold button, ACCESS D-15, EXCEL C-7 

: bold effect, WORD C-4 

| borders, EXCEL C-12, EXCEL C-13, WORD C-16, 


WORD C-17 


: Borders and Shading dialog box, WORD C-16, WORD C-17 
: Bottom Border button, EXCEL C-13 

: bound controls, ACCESS C-2, ACCESS C-3 

< bound images, ACCESS C-16 

: bound object frame controls, ACCESS C-2, ACCESS C-3 
Break dialog box, WORD D-4, WORD D-5 

: browsers. See Internet Explorer; Web browsers 

: browser window, INTERNET A-6, INTERNET A-7 

: bubble charts, POWERPOINT D-7 

* bullets), WORD C-14, WORD C-15 


removing, WORD C-14 


! Bulleted List placeholder, POWERPOINT B-7 
: Bullets and Numbering dialog box, WORD C-14, 


WORD C-15 


| business productivity software, OFFICE A-2 
` buttons. See also specific buttons 


toggle, ACCESS C-2, ACCESS C-3, WORD A-12 
toolbars, EXCEL A-7 


| »C 
: calculated controls, ACCESS C-10, ACCESS C-11 


adding to reports, ACCESS D-10—11 


< Calendar, OUTLOOK AP-2, OUTLOOK AP-3 

: Calendar shortcut, OUTLOOK AP-2 

_ Caption property, ACCESS B-7, ACCESS C-8 

: caret (A), exponent operator, EXCEL B-7 

: case of letters, changing, WORD C-5 

: Category, organizing tasks by, OUTLOOK AP-2 
: category axis, EXCEL D-2, EXCEL D-3 

: cell(s) 


active. See active cells 

datasheets, POWERPOINT D-6, POWERPOINT D-7 
tables, POWERPOINT D-12 

worksheets. See worksheet cells 


Index 


cell addresses, EXCEL A-6 
cell entries 
copying, EXCEL B-12, EXCEL B-13 
editing, EXCEL B-4—5 
indenting, EXCEL C-6 
moving, EXCEL B-12, EXCEL B-13 
rotating, EXCEL C-6 
cell pointer, EXCEL A-6, EXCEL A-7 
cell references, EXCEL B-6 
absolute, EXCEL B-14—15, EXCEL B-18-19 
mixed, EXCEL B-15 
relative, EXCEL B-14—15, EXCEL B-16-17 
Center button, ACCESS D-15 
centered text, WORD C-8, WORD C-9 
Change Case command, WORD C-5 
Character code text box, WORD D-12 
character-spacing effects, WORD C-5 
character styles, WORD C-7 
chart(s), EXCEL A-2, EXCEL D-1—17 
annotating, EXCEL D-14, EXCEL D-15 
creating, EXCEL D-4—5 
customizing, POWERPOINT D-11 
drawing on, EXCEL D-14, EXCEL D-15 
editing, EXCEL D-8—9 
embedding in slides, INTEGRATION C-6—7, 
POWERPOINT D-6—7 
enhancing, EXCEL D-12—13 
formatting, EXCEL D-10—11, POWERPOINT D-10-11 
moving, EXCEL D-6, EXCEL D-7 
Page Setup dialog box, EXCEL D-17 
planning and designing, EXCEL D-2—3 
previewing, EXCEL D-16, EXCEL D-17 
printing, EXCEL D-16, EXCEL D-17 
resizing, EXCEL D-6, EXCEL D-7 
text alignment, EXCEL D-13 
types, EXCEL D-3, POWERPOINT D-7 
Chart menu, EXCEL D-6 
chart objects, EXCEL D-6 
identifying, EXCEL D-7 
Chart Options dialog box, EXCEL D-10, EXCEL D-11 
Chart placeholder, PONERPOINT B-7 
chart type buttons, EXCEL D-8 
Chart Wizard, ACCESS C-5, EXCEL D-4—5 
check boxes, ACCESS C-2, ACCESS C-3 
entering checks, ACCESS C-14 
clearing formatting 
text, WORD C-3 
worksheets, EXCEL C-6 
Click and Type feature, WORD C-9 
click and type pointer, WORD A-4 
clip(s), WORD D-16 
clip art, OFFICE A-10 
finding online, POWERPOINT D-3 
inserting in documents, WORD D-16—17 
inserting in presentations, POWERPOINT D-2—3 
inserting in worksheets, EXCEL C-5 
Clip Art placeholder, POWERPOINT B-7 
Clipboard. See Office Clipboard; system Clipboard 
Clip Organizer, POWERPOINT D-2, POWERPOINT D-3 
Close button, WORD A-16, WORD A-17 
Close command, File menu, EXCEL A-19, WORD A-16 
closing 
databases, ACCESS A-19 
datasheets, ACCESS B-12 


documents, WORD A-16, WORD A-17 
workbooks, EXCEL A-18, EXCEL A-19 


l Collapse dialog box button, EXCEL B-10, EXCEL B-11 

: color(s), EXCEL C-12, EXCEL C-13 

* controls, ACCESS D-14, ACCESS D-15 

i color overheads, POWERPOINT A-3 

- color schemes 

* customizing, POWERPOINT C-16, POWERPOINT C-17 

l elements, POWERPOINT C-17 

: Colors dialog box, POWERPOINT C-12, POWERPOINT C-13 
* column(s) 

: datasheets. See datasheet columns 

_ formatting in documents, WORD D-14-15 

* worksheets. See worksheet columns 

* column breaks, WORD D-7, WORD D-14, WORD D-15 

: column charts, EXCEL D-3, POWERPOINT D-7 : 
column headings, EXCEL C-8, EXCEL C-9, OUTLOOK A-6, 


OUTLOOK A-7 


: Columns dialog box, WORD D-14, WORD D-15 

* combination charts, EXCEL D-3 

l combo boxes, ACCESS C-2, ACCESS C-3 

: command buttons, ACCESS C-2, ACCESS C-3. See also 


specific buttons 


: comments 


adding and editing in worksheets, EXCEL C-11 
Word documents, OFFICE A-4 


l Compact on Close option, Options dialog box, 


ACCESS A-19 


comparison operators, ACCESS B-14, ACCESS B-15 
compatibility of programs, OFFICE A-2 

: complex formulas, EXCEL B-8—9 

< computer networks, INTERNET A-2 

l conditional formatting, EXCEL C-14—15 


deleting, EXCEL C-15 


Conditional Formatting dialog box, EXCEL C-14, 


EXCEL C-15 


| cone charts, POWERPOINT D-7 
: contacts, OUTLOOK AP-4—5 


adding to Address Book, OUTLOOK A-8—9 


; Contacts option, OUTLOOK AP-4 

* Contacts shortcut, OUTLOOK AP-4 

* Content placeholder, POWERPOINT B-7 

_ Contents tab, Help system, INTERNET A-12 

< continuous section break, WORD D-4, WORD D-5 : 
* controls, ACCESS C-2, ACCESS C-6—7. See also specific. 


types of controls 

aligning, ACCESS D-12-13 

calculated, ACCESS C-10, ACCESS C-11, ACCESS 
D-10-11 

formatting, ACCESS D-14-15 

moving, ACCESS C-6, ACCESS C-7 

opening property sheets, ACCESS D-6 

resizing, ACCESS C-6, ACCESS C-7 

selecting multiple controls, ACCESS C-9 

unbound, ACCESS C-2, ACCESS C-3 


; converters, POWERPOINT C-14 

l Copies option, Print dialog box, INTERNET A-14 
:. Copy command, INTERNET A-14 

| copying 


cell entries, EXCEL B-12, EXCEL B-13 

between documents, WORD B-11 

formulas using absolute cell references, 
EXCEL B-18-19 

formulas using relative cell references, 
EXCEL B-16-17 


information from Web pages, INTERNET A-14 
Word data into Excel, INTEGRATION A-6—7 
worksheets, EXCEL A-13 


copying and pasting 


integration, INTEGRATION A-2 
text in documents, WORD B-8—9 


: Copy pointer, EXCEL A-11 
corrections. See error correction 

l COUNT function, EXCEL B-11 

: Create New Folder button, WORD B-3 


Save As dialog box, WORD A-11 


creating Web pages, INTEGRATION D-4—5 


from Access tables, INTEGRATION D-10-11 

converting Access objects to static or dynamic Web 
pages, INTEGRATION D-11 

from Excel workbooks, INTEGRATION D-12-13 

from PowerPoint presentations, INTEGRATION 
D-14-15 

from Word documents, INTEGRATION D-8—9 


criteria 


filtering records, ACCESS B-14, ACCESS B-15 
And and Or, ACCESS B-19 


| cropping pictures in slides, PONERPOINT D-4, 


POWERPOINT D-5 


_ Currency data type, ACCESS B-3 

= current record symbol, ACCESS A-10, ACCESS A-11 
* Current View, OUTLOOK AP-4 

; custom dictionary, ACCESS C-17 

© Customize Current View option, OUTLOOK AP-4 

: customizing 


charts, POWERPOINT D-11 
color schemes and backgrounds, PONERPOINT 
C-16-17 


- Cut button, WORD B-6 
* cutting and pasting text, WORD B-6—7 
: cylinder charts, POWERPOINT D-7 


>D 
| data, finding, ACCESS B-12, ACCESS B-13 
: database(s), OFFICE A-8. See also Access 2002 


closing, ACCESS A-19 
compacting and repairing when closing, ACCESS A-19 
definition, ACCESS A-4 

opening, ACCESS A-6, ACCESS A-7 
planning, ACCESS B-2-3 
relational, ACCESS A-4 


; database management systems, OFFICE A-8—9 
* database software, ACCESS A-2-3 

* Database toolbar, ACCESS A-9 

: database window, ACCESS A-8—9 

< Database window toolbar, ACCESS A-9 

l data labels, datasheets, POWERPOINT D-6, 


POWERPOINT D-7 


data markers, EXCEL D-2, EXCEL D-3 
: data points, EXCEL D-2, EXCEL D-3 
: data series, EXCEL D-2, EXCEL D-3 


datasheets, POWERPOINT D-6, POWERPOINT D-7 


l data series markers, datasheets, POWERPOINT D-6, 


POWERPOINT D-7 


datasheet(s), ACCESS A-10 


closing, ACCESS B-12 

columns. See datasheet columns 

displaying lengthy criteria, ACCESS B-14 

editing data, POWERPOINT D-8, POWERPOINT D-9 
embedding charts, POWERPOINT D-6-7 


entering data, POWERPOINT D-8, POWERPOINT D-9 
formatting, ACCESS B-8-9 
navigating records, ACCESS A-10—11 
previewing, ACCESS A-16, ACCESS A-17 
printing, ACCESS A-16, ACCESS A-17 
datasheet columns 
displaying lengthy criteria, ACCESS B-14 
moving, ACCESS A-13 
resizing, ACCESS A-15 
Datasheet View button, ACCESS B-6 
data type(s), ACCESS B-3 
choosing, ACCESS B-2, ACCESS B-6 
Data Type property, ACCESS B-7 
date(s), formatting, WORD D-10 
Date and Time command, WORD D-8 
date fields, inserting, WORD D-8 
date formats, EXCEL C-2, EXCEL C-3 
Date Navigator, OUTLOOK AP-2, OUTLOOK AP-3 
Date/Time data type, ACCESS B-3 
decimal places, EXCEL C-2 
Decrease Indent button, WORD C-15 
Default Value property, ACCESS B-7 
Delete button, WORD B-3 
Save As dialog box, WORD A-11 
Delete command, EXCEL C-10 
Delete Conditional Formatting dialog box, EXCEL C-14 
deleting. See a/so removing 
cells, EXCEL B-19 
columns, EXCEL C-10, EXCEL C-11 
conditional formatting, EXCEL C-15 
fields, ACCESS B-6 
items from Office Clipboard, WORD B-10 
records, ACCESS C-14 
rows, EXCEL C-10, EXCEL C-11 
worksheets, EXCEL A-12 
delivery receipts, OUTLOOK A-15 
design grid, ACCESS B-16, ACCESS B-17 
designing 
charts, EXCEL D-16, EXCEL D-17 
worksheets, EXCEL B-2—3 
design templates, POWERPOINT B-1, 
POWERPOINT B-12—13 
Design view, ACCESS B-4, ACCESS B-5, ACCESS B-6 
Design View button, ACCESS B-6 
desktop, creating shortcut icons, POWERPOINT A-4 
destination files, INTEGRATION A-2, INTEGRATION C-2 
destination programs, INTEGRATION C-2 
Detail section 
forms, ACCESS C-13 
reports, ACCESS D-2, ACCESS D-3 
Details tab, OUTLOOK AP-4, OUTLOOK AP-5 
Detect and Repair option, Help menu, ACCESS A-19 
Diagonal resizing pointer, EXCEL D-7 
Diagram or Organization Chart placeholder, 
POWERPOINT B-7 
Dial button, OUTLOOK AP-4, OUTLOOK AP-5 
dictionaries, custom, ACCESS C-17 


Discuss button, Standard Buttons toolbar, INTERNET A-7 


displaying 
file extensions, WORD A-10, WORD A-11 
lengthy criteria, ACCESS B-14 
multiple pages in Print Preview, WORD D-8 
objects, ACCESS A-8 
Web pages in English, INTERNET A-12 


: Distribution Lists, OUTLOOK A-16—19 


creating, OUTLOOK A-16—17 
sending messages to, OUTLOOK A-18—19 


| division operator (/), EXCEL B-7 
~ documents, WORD A-2 


closing, WORD A-16, WORD A-17 
copying items between, WORD B-11 
creating Web pages from, INTEGRATION D-8—9 
creating with Word, OFFICE A-4—5 
editing. See editing documents 
formatting. See formatting documents 
lost, recovering, WORD A-10 

moving items between, WORD B-11 
opening, WORD B-2-3 

planning, WORD A-3 

previewing, WORD A-12, WORD A-13 
printing, WORD A-12—13 

saving, WORD A-10—11 

starting, WORD A-8—9 


E 


o 


< document window, WORD A-6, WORD A-7 

l dollar signs ($), EXCEL C-2 

: doughnut charts, POWERPOINT D-7 
drag-and-drop technique, copying cell entries, 


EXCEL B-12, EXCEL B-13 


: dragging and dropping, integration, INTEGRATION A-2 
: drawing on charts, EXCEL D-14, EXCEL D-15 

l Drawing toolbar, POWERPOINT A-6, POWERPOINT A-7 
_ Draw resizing pointer, EXCEL D-7 

drop shadows, charts, EXCEL D-12, EXCEL D-13 


>E 
: Edit button, Standard Buttons toolbar, INTERNET A-7 
editing. See also modifying 


cell entries, EXCEL B-4—5 

charts, EXCEL D-8—9 

comments, EXCEL C-11 

data in datasheets, POWERPOINT D-8, 
POWERPOINT D-9 

documents. See editing documents 

drawing objects, POWERPOINT C-6—7 

Excel worksheets in PowerPoint, 
INTEGRATION C-10-11 

formulas, EXCEL B-8 

hyperlinks, INTEGRATION D-16 

records. See editing records 


* editing documents, WORD B-4—17 


copying and pasting text, WORD B-8—9 

cutting and pasting text, WORD B-6—7 

finding and replacing text, WORD B-14—15 

footers, WORD D-12, WORD D-13 

headers, WORD D-12, WORD D-13 

Office Clipboard, WORD B-10—11 

selecting text, WORD B-4—5 

Spelling and Grammar checker, WORD B-12, 
WORD B-13 

templates, WORD B-16, WORD B-17 

Thesaurus, WORD B-12, WORD B-13 

Wizards, WORD B-16, WORD B-17 


| editing records 


databases, ACCESS A-14-15 
forms, ACCESS C-14, ACCESS C-15 


| Edit mode 


changing to, ACCESS A-10 
keyboard shortcuts, ACCESS A-15 


Index 


: edit record symbol, ACCESS A-14 
| electronic spreadsheets, EXCEL A-2—3. See also work- 


sheet(s) 
advantages, EXCEL A-2 
business uses, EXCEL A-3 


* e-mail, OFFICE A-16 


attachments, OUTLOOK A-14—15 

benefits, OUTLOOK A-2 

creating messages, OUTLOOK A-10, OUTLOOK A-11 
Distribution Lists. See Distribution Lists 

etiquette, OUTLOOK A-3 

forwarding messages, OUTLOOK A-12, OUTLOOK A-13 
integration, INTEGRATION A-2 

options when sending messages, OUTLOOK A-15 
replying to messages, OUTLOOK A-12, OUTLOOK A-13 
sending messages, OUTLOOK A-10, OUTLOOK A-11 
sending presentations, PONERPOINT C-11 

sending to Distribution Lists, OUTLOOK A-18—19 
sending workbooks, EXCEL C-16 


j e-mail software, OUTLOOK A-2. See also Outlook 2002 
` embedding charts in slides, POWERPOINT D-6—7 
~ embedding objects, INTEGRATION C-2, INTEGRATION C-3 


editing embedded objects, INTEGRATION C-2 

Excel charts into PowerPoint slides, 
INTEGRATION C-6—7 

integration, INTEGRATION A-2 


© emoticons, OUTLOOK A-13 
_ encrypting e-mail messages, OUTLOOK A-15 
| entering. See a/so inserting 


checks in check boxes, ACCESS C-14 

data in datasheets, POWERPOINT D-8, 
POWERPOINT D-9 

formulas in worksheets, EXCEL B-6—7 

notes, POWERPOINT B-11 

records in databases, ACCESS A-12-13 

records in forms, ACCESS C-14, ACCESS C-15 

slide text, POWERPOINT B-4—5, POWERPOINT B-8—9 


< entering formulas, EXCEL B-6—7 

l equal sign (=), formulas, EXCEL B-6 

; Equal To option, EXCEL C-15 

error correction, ACCESS C-6, WORD A-8 


AutoCorrect feature, WORD B-15 

grammar errors, WORD B-12, WORD B-13 

spelling errors, EXCEL C-16—17, POWERPOINT 
B-14—15, WORD B-12, WORD B-13, WORD B-15 

typing errors, EXCEL A-10, EXCEL B-6, EXCEL B-8, 
POWERPOINT B-4, POWERPOINT B-6 

Undo button, ACCESS A-14, ACCESS C-6, EXCEL B-4, 
POWERPOINT B-8, WORD A-8, WORD B-4, 
WORD B-8 


l eServices, INTEGRATION A-2, INTEGRATION A-3 

; etiquette, e-mail, OUTLOOK A-3 

evaluating presentations, POWERPOINT B-16—17 
even page section break, WORD D-4 

- events, OUTLOOK AP-2 

Excel 2002, OFFICE A-2. See also worksheet(s) 


Access compared, ACCESS A-3 

copying Word data into, INTEGRATION A-6—7 

creating Web pages from workbooks, 
INTEGRATION D-12-13 

embedding charts into PowerPoint slides, 
INTEGRATION C-6—7 

exiting, EXCEL A-18, EXCEL A-19 

exporting Access tables to, INTEGRATION B-6—7 


Index 


linking worksheets to PowerPoint slides, 
INTEGRATION C-8-9 
starting, EXCEL A-4—5 
Exit command, File menu, EXCEL A-18, EXCEL A-19, 
WORD A-16 
exiting 
Access, ACCESS A-18, ACCESS A-19 
Excel, EXCEL A-18, EXCEL A-19 
Internet Explorer, INTERNET A-18—19 
Word, WORD A-16, WORD A-17 
exploding pie slices, EXCEL D-15 
Explorer Search bar, INTERNET A-16, INTERNET A-17 
exponent operator (^), EXCEL B-7 
exporting 
Access tables to Excel, INTEGRATION B-6—7 
Access tables to Word, INTEGRATION B-7 
integration, INTEGRATION A-2 
PowerPoint presentations to Word, 
INTEGRATION C-12-13 
expressions, ACCESS C-10, ACCESS D-10 


>F 


Favorites button, Standard Buttons toolbar, 
INTERNET A-7 
Favorites list, INTERNET A-8, INTERNET A-9 
Favorites menu, INTERNET A-8 
field(s), WORD D-8 
adding to reports, ACCESS D-8 
blank, finding, ACCESS B-15 
definition, ACCESS A-4 
deleting, ACCESS B-6 
descriptions, ACCESS B-6 
hiding, ACCESS A-16 
merge, INTEGRATION B-4, INTEGRATION B-5 
names, ACCESS A-10, ACCESS B-6 
properties, ACCESS B-6, ACCESS B-7 
field list, ACCESS B-16, ACCESS B-17, ACCESS C-6, 
ACCESS C-7 
Field List button, ACCESS C-6, ACCESS C-7 
Field Name property, ACCESS B-7 
field selector, ACCESS B-18, ACCESS B-19 
Field Size property, ACCESS B-6, ACCESS B-7 
file(s). See a/so database(s); documents; presenta- 
tion(s); worksheet(s) 
destination, INTEGRATION A-2 
lost, recovering, EXCEL B-5, POWERPOINT A-16—17 
names. See filenames 
source, INTEGRATION A-2 


File menu, INTERNET A-18, INTERNET A-19, WORD A-16 


filenames, WORD A-10, WORD A-11 

extensions, POWERPOINT A-12, WORD A-10, 

WORD A-11 

Fill/Back Color button, ACCESS D-15 
fill handle, EXCEL A-11, EXCEL B-16, EXCEL B-17 
filter(s), INTEGRATION A-2, OUTLOOK AP-4 

queries compared, ACCESS B-16, ACCESS B-17 
Filter By Form button, ACCESS B-11 
Filter By Form window, ACCESS B-14, ACCESS B-15 
Filter By Selection button, ACCESS B-11 
filtering records, ACCESS B-10, ACCESS B-11, 
ACCESS B-14-15 
Filter option, OUTLOOK AP-4 
Find and Replace dialog box, ACCESS B-10, 
ACCESS B-11, WORD B-14, WORD B-15 
Find button, ACCESS B-11 


: finding 

| — blank fields, ACCESS B-15 
clip art, EXCEL C-5 
data, ACCESS B-12, ACCESS B-13, ACCESS C-15 
records, ACCESS B-10, ACCESS B-11 

: text, WORD B-14-15 

_ first-line indents, WORD C-12 

: flipping objects, PONERPOINT C-6 

* folder(s), creating, WORD B-3 

: folder banner, OUTLOOK A-6, OUTLOOK A-7 

* font(s), EXCEL C-4, EXCEL C-5, WORD C-2-3 

i saving with presentations, POWERPOINT A-13 
serif and sans serif, WORD C-2 

|. Sizes, EXCEL C-4, EXCEL C-5, WORD C-2 

l Font Color button, POWERPOINT C-12 

: Font dialog box, WORD C-4, WORD C-5 

: font effects, WORD C-4, WORD C-5 

Font/Fore Color button, ACCESS D-15 

. Font Size list arrow, POWERPOINT C-12 

: font styles, WORD C-4, WORD C-5 


. | footers 


editing, WORD D-12, WORD D-13 
inserting, WORD D-10, WORD D-11 
: slides, POWERPOINT B-10, POWERPOINT B-11 
_ form(s), ACCESS A-4, ACCESS C-1-17 
: controls. See controls 
creating, ACCESS C-4—5 
entering and editing records, ACCESS C-14—15 
inserting images, ACCESS C-16-17 
labels, ACCESS C-8—9 
planning, ACCESS C-2-3 
sections, ACCESS C-13 
tab order, ACCESS C-12-13 
|. text boxes, ACCESS C-10-11 
format(s), pictures, POWERPOINT D-5 
M 


o 


i C-4, EXCEL C-5, EXCEL C-12, EXCEL C-13 
: Format Data Series dialog box, EXCEL D-10, EXCEL 
l D-11, POWERPOINT D-11 
; Format Page Number button, WORD D-11 
* Format Painter button, EXCEL C-3 
* Format Painter feature, WORD C-6 
: Format property, ACCESS B-7 
MET 
l Format Table dialog box, POWERPOINT D-12 
; formatting 
charts, EXCEL D-10—11, POWERPOINT D-10-11 
clearing, EXCEL C-6 
controls, ACCESS D-14-15 
datasheets, ACCESS B-8—9 
documents. See formatting documents 
text, POWERPOINT C-12-13 
Web pages, INTEGRATION D-6—7 
: .— worksheets. See formatting worksheets 
_ formatting documents, WORD C-1—17, 
-= WORD D-1-WORD D-7 
aligning paragraphs, WORD C-8—9 
borders and shading, WORD C-16—17 
bullets and numbering, WORD C-14—15 
clearing text formatting, WORD C-3 
columns, WORD D-14-15 
dates, WORD D-10 
fonts, WORD C-2-3 
font styles and effects, WORD C-4 


o 


o 


rmat Cells dialog box, EXCEL C-2, EXCEL C-3, EXCEL 


rmat Tab Color dialog box, EXCEL A-12, EXCEL A-13 


footers, WORD D-10, WORD D-11, WORD D-12, 
WORD D-13 

headers, WORD D-10, WORD D-11, WORD D-12, 
WORD D-13 

indents, WORD C-12—13 

inserting clip art, WORD D-16—17 

ine and paragraph spacing, WORD C-6—7 

margins, WORD D-2—3, WORD D-4 

page breaks, WORD D-6—7 

page numbers, WORD D-8—9 

sections, WORD D-4—5 

styles, WORD C-7 

tabs, WORD C-10-11 


j formatting marks, WORD B-6, WORD B-7 
: formatting shortcuts, EXCEL C-6 
_ Formatting toolbar, EXCEL A-6, EXCEL A-7, EXCEL C-7, 


POWERPOINT A-6, POWERPOINT A-7, WORD A-6, 
WORD A-7 


| formatting worksheets, EXCEL C-1—17 


alignment, EXCEL C-6, EXCEL C-7 

attributes, EXCEL C-6, EXCEL C-7 

borders, EXCEL C-12, EXCEL C-13 

colors, EXCEL C-12, EXCEL C-13 

column widths, EXCEL C-8-9 

conditional formatting, EXCEL C-14—15 

deleting rows and columns, EXCEL C-10, EXCEL C-11 
fonts, EXCEL C-4—5 

inserting rows and columns, EXCEL C-10, EXCEL C-11 
patterns, EXCEL C-12, EXCEL C-13 

spell checking, EXCEL C-16-17 

values, EXCEL C-2—3 


j Form Design view, ACCESS C-4, ACCESS C-5 


mouse pointer shapes, ACCESS C-7 
switching to and from, ACCESS C-12 


Form Footer section, ACCESS C-13 
: Form Header section, ACCESS C-13 


adding images, ACCESS C-16, ACCESS C-17 


j form letters, INTEGRATION B-4—5 
: formula(s), EXCEL B-6-9 


complex, EXCEL B-8-9 
copying, EXCEL B-16-17 
editing, EXCEL B-8 

entering, EXCEL B-6—7 

order of precedence, EXCEL B-9 


© formula bar, EXCEL A-6, EXCEL A-7 
: formula prefixes, EXCEL B-6 
~ Form view, ACCESS C-4 


switching to and from, ACCESS C-12 


! Form Wizard, ACCESS C-4, ACCESS C-5 
| Forward as vCard option, OUTLOOK AP-4 
: Forward button 


Help window, WORD A-14 
Standard Buttons toolbar, INTERNET A-7 


forwarding e-mail messages, OUTLOOK A-12, 


OUTLOOK A-13 


j frames, Web pages, INTEGRATION D-15 
: Full Name button, OUTLOOK A-8, OUTLOOK AP-4, 


OUTLOOK AP-5 


functions, ACCESS D-10, EXCEL B-10-11 


modifying range, EXCEL B-10 


>G 
| glossary terms, ACCESS A-18, ACCESS A-19 
: Go button, INTERNET A-6, INTERNET A-7 


grammar, WORD A-9 

correcting errors, WORD B-12, WORD B-13 
Graph, PONERPOINT D-6—7. See also chart(s) 
graphic images. See clip art; images; pictures 
grayscale, viewing presentations, POWERPOINT A-17 
greater than operator (>), ACCESS B-15 
greater than or equal to operator (>=), ACCESS B-15 
gridlines, EXCEL D-10, EXCEL D-11 
Group command, POWERPOINT C-8 


Group Footer section, reports, ACCESS D-2, ACCESS D-3 : . - 
_ importing, INTEGRATION A-2 


Group Header section, reports, ACCESS D-2, ACCESS D-3 
grouping 
objects, POWERPOINT C-8, POWERPOINT C-9 
records, ACCESS D-2, ACCESS D-3, ACCESS D-6-7 
Groups area, database window, ACCESS A-8 
Groups button, ACCESS A-8 
guides, adding to slides, POWERPOINT C-8 
>H 
hanging indents, WORD C-12 
hard page breaks, WORD D-6, WORD D-7 
hash mark (#) 
long values, EXCEL C-8 
wildcard, ACCESS B-10 
header(s) 
editing, WORD D-12, WORD D-13 
inserting, WORD D-10, WORD D-11 
slides, POWERPOINT B-10, POWERPOINT B-11 
Header and Footer dialog box, POWERPOINT B-10, 
POWERPOINT B-11 
Help menu, ACCESS A-19 
Help on the World Wide Web feature, WORD A-15 
Help system, ACCESS A-18, ACCESS A-19, EXCEL 
A-16—17, INTERNET A-12—13, POWERPOINT 
A-14—15, WORD A-14—15, WORD A-16 
ightbulb symbol, PONERPOINT B-9 
printing topics, EXCEL A-16, EXCEL A-17 
Help window, WORD A-14, WORD A-15 
Hide command, EXCEL C-8 


Hide the Office Assistant option, Help menu, ACCESS A-19 l 


hiding fields, ACCESS A-16 
highlighting, WORD C-16 
Highlight Merge Fields button, INTEGRATION B-4 


History button, Standard Buttons toolbar, INTERNET A-7 | 


Home button, Standard Buttons toolbar, INTERNET A-7 
home pages, selecting, INTERNET A-11 
Horizontal resizing pointer, EXCEL D-7 
horizontal ruler, WORD A-6, WORD A-7, WORD C-10 
horizontal scroll bar, WORD A-6, WORD A-7 
HTML (Hypertext Markup Language), INTEGRATION D-1 
tags, INTEGRATION D-4 
hyperlink(s), INTERNET A-2, OFFICE A-14 
absolute, INTEGRATION D-16 
editing, INTEGRATION D-16 
integration, INTEGRATION A-2 
publishing, INTEGRATION D-17 
relative, INTEGRATION D-16 
updating, INTEGRATION C-11 
Web pages, INTEGRATION D-16—17 
Hyperlink data type, ACCESS B-3 
Hypertext Markup Language (HTML), INTEGRATION D-1 
tags, INTEGRATION D-4 
hyphenating text, WORD D-14 


M d 

| |-beam pointer, EXCEL A-11, WORD A-4, WORD A-5 
* icons, shortcut, creating, POWERPOINT A-4 

: identifying chart objects, EXCEL D-7 

| images. See also pictures 


bound, ACCESS C-16 

clip art. See clip art 

inserting in forms, ACCESS C-16—17 
unbound, ACCESS C-16 


text from Microsoft Word, POWERPOINT C-14—15 
nbox, OUTLOOK A-6, OUTLOOK A-7 
ncrease Indent button, WORD C-15 


ndenting cell entries, EXCEL C-6 

ndent markers, WORD C-12, WORD C-13 

ndents and Spacing tab, Paragraph dialog box, 
WORD C-12 

ndex tab, Help system, INTERNET A-12 

nsert Chart button, POWERPOINT D-6 

nsert Clip Art task pane, WORD D-16, WORD D-17 


| 
: | 
: indent(s), WORD C-12-13 
i 

i 

l 


nsert dialog box, EXCEL C-10, EXCEL C-11 

nsert File dialog box, OUTLOOK A-14, OUTLOOK A-15 

nsert Hyperlink dialog box, INTEGRATION A-2, 
INTEGRATION A-3, INTEGRATION D-16, 
INTEGRATION D-17 


l 

l 
Insert Date button, WORD D-11 
| 

| 

l 


! inserting. See a/so entering 


cells, EXCEL B-19 

clip art in documents, WORD D-16—17 

clip art in presentations, POWERPOINT D-2—3 

clip art in worksheets, EXCEL C-5 

columns, EXCEL C-10, EXCEL C-11 

date fields, WORD D-8 

footers, WORD D-10, WORD D-11 

headers, WORD D-10, WORD D-11 

images in forms, ACCESS C-16—17 

pictures in slides, POWERPOINT D-4, 
POWERPOINT D-5 

rows, EXCEL C-10, EXCEL C-11 

slides from other presentations, POWERPOINT C-15 

text using AutoCorrect feature, WORD B-15 

time fields, WORD D-8 

Word outlines into PowerPoint presentations, 
INTEGRATION C-4—5 


| insertion point, POWERPOINT B-4 
: Insert Number of Pages button, WORD D-11 
: Insert Object dialog box, INTEGRATION C-8, 


INTEGRATION C-9 
nsert Page Number button, WORD D-11 
nsert Picture button, POWERPOINT D-4 
nsert Table button, WORD C-11 
nsert Time button, WORD D-11 
ntegration, INTEGRATION A-1—7, INTEGRATION B-1—7, 


See also embedding objects; exporting; importing; 

linking objects; specific programs 

destination file, INTEGRATION A-2, INTEGRATION C-2 

Office applications with Internet Explorer. See Web 
pages 

opening multiple programs, INTEGRATION A-4—5 

source file, INTEGRATION A-2, INTEGRATION C-2 

uses, INTEGRATION A-2 

Word and Excel, INTEGRATION A-6—7 


INTEGRATION C-1—13, OFFICE A-2, OFFICE A-14—15. 


Index 


- i Internet, INTERNET A-2. See also Web entries; World 


Wide Web (Web; WWW) 
finding clip art, POWERPOINT D-3 
history, INTERNET A-4 
earching for information, INTERNET A-16—17 
: ending presentations, POWERPOINT C-11 
_ Internet Connection Wizard dialog boxes, INTERNET A-4 
: Internet Explorer, INTEGRATION D-1—17, 
l INTERNET A-1—9, OFFICE A-12-13 
browser window, INTERNET A-6—7 
exiting, INTERNET A-18-19 
integrating Office applications with. See creating 
Web pages 
starting, INTERNET A-4—5 
i Web pages. See creating Web pages; Web pages 
; Internet Explorer icon, INTERNET A-4, INTERNET A-5 
intranets, INTERNET A-2, OUTLOOK AP-2 
Is Not Null criteria, ACCESS B-15 
: Is Null criteria, ACCESS B-15 
-Italic button, ACCESS D-15, EXCEL C-7 
-italic effect, WORD C-4 


na 


>J 

* journals, OFFICE A-16 

jumping to slides, POWERPOINT D-14 

-justifying text, WORD C-8, WORD C-9 

DK 

* keyboard shortcuts, WORD B-7 

i Edit mode, ACCESS A-15 

i Navigation mode, ACCESS A-11 

key fields, definition, ACCESS A-4 

* key symbol, ACCESS B-4 

< keywords 

| — Help system, EXCEL A-16 
searching for clip art, EXCEL C-5 


| »L 
* labels, ACCESS C-2, ACCESS C-3, EXCEL A-10, 
i EXCEL A-11 
: modifying, ACCESS C-8-9 
* Label Wizard, ACCESS D-16-17 
; landscape orientation, WORD D-2, WORD D-3 
: left-aligned text, WORD C-8, WORD C-9 
: Left Border button, EXCEL C-13 
: left indents, WORD C-12 
; legends, charts, EXCEL D-2, EXCEL D-3 
l less than operator (<), ACCESS B-15 
; less than or equal to operator (<=), ACCESS B-15 
letters (of alphabet), changing case, WORD C-5 
* letters (correspondence), form, INTEGRATION B-4—5 
_ lightbulb symbol, Office Assistant, POWERPOINT B-9 
: Line/Border Color button, ACCESS D-15 
l Line/Border Width button, ACCESS D-15 
: line charts, EXCEL D-3, POWERPOINT D-7 
line controls, ACCESS C-2 
ine spacing, changing, WORD C-6, WORD C-7 
ink(s). See hyperlink(s) 
inking objects, INTEGRATION C-2, INTEGRATION C-3 
editing linked objects, INTEGRATION C-2 
Excel worksheets to PowerPoint slides, 
INTEGRATION C-8—9 
integration, INTEGRATION A-2 


Index 


updating Excel worksheets in PowerPoint, 
INTEGRATION C-10-11 
updating links, INTEGRATION C-11 
Links bar, INTERNET A-6, INTERNET A-7 
list(s), bullets and numbering, WORD C-14—15 
list box controls, ACCESS C-2, ACCESS C-3 
logical view, ACCESS B-16 
Lookup Wizard data type, ACCESS B-3 
lost files, recovering, POWERPOINT A-15, WORD A-10 


>M 


nacros, ACCESS A-4 

Mail button, Standard Buttons toolbar, INTERNET A-7 

nailing labels, ACCESS D-16-17 

nail merge, INTEGRATION B-2—5 

creating form letters, INTEGRATION B-4—5 

Mail Merge option, OUTLOOK AP-4 

Mail Merge Wizard dialog box, INTEGRATION B-2, 

INTEGRATION B-3 

nain document, INTEGRATION B-2, INTEGRATION B-3 

nain text placeholders, POWERPOINT B-4, 
POWERPOINT B-5 

nargins, WORD D-2—3, WORD D-4 

Margins tab, Page Setup dialog box, WORD D-2, 

WORD D-3, WORD D-4 

Match Fields dialog box, INTEGRATION B-4, 

INTEGRATION B-5 
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MAX function, EXCEL B-11 
Media Clip placeholder, POWERPOINT B-7 
neetings, OUTLOOK AP-2 
Memo data type, ACCESS B-3 
nenu(s), WORD A-7 
personalized, ACCESS A-7 
toolbars, ACCESS B-8 
nenu bar, ACCESS A-9, EXCEL A-6, EXCEL A-7, 
INTERNET A-6, INTERNET A-7, OUTLOOK A-6, 
OUTLOOK A-7, POWERPOINT A-6, POWERPOINT A-7, 
WORD A-6, WORD A-7 
nerge fields, INTEGRATION B-4, INTEGRATION B-5 
nerging data between Access and Word, 
INTEGRATION B-2—5 
nessage header(s), OUTLOOK A-6, OUTLOOK A-7 
nessage header icons, OUTLOOK A-6, OUTLOOK A-7 
Microsoft Access Help option, Help menu, ACCESS A-19 
Microsoft programs. See specific program names 
MIN function, EXCEL B-11 
ninus sign (—), subtraction operator, EXCEL B-7 
nistakes. See error correction 
nixed cell references, EXCEL B-15 
node indicator, EXCEL B-4 
nodifying. See also editing records 
labels, ACCESS C-8—9 
queries, ACCESS B-18-19 
tables, ACCESS B-6-7 
tab order, ACCESS C-12-13 
text boxes, ACCESS C-10-11 
modules, ACCESS A-4 
mouse pointer, Form Design view, ACCESS C-7 
Move or Copy dialog box, EXCEL A-13 
Move pointer, EXCEL A-11 
moving. See a/so navigating records 
cell entries, EXCEL B-12, EXCEL B-13 
charts, EXCEL D-6, EXCEL D-7 


nathematical operations, order of precedence, EXCEL B-9 l 


>O 
: object(s), EXCEL D-6, POWERPOINT B-4, 


controls in forms, ACCESS C-6, ACCESS C-7 
datasheet columns, ACCESS A-13 

between documents, WORD B-11 

text, POWERPOINT C-10 

toolbars, WORD D-12 

worksheets, EXCEL A-12, EXCEL A-13 


| multiple controls, selecting, ACCESS C-9 
| multiplication operator (*), EXCEL B-7 
: multitasking, INTEGRATION A-4—5 


: name(s) 


fields, ACCESS A-10, ACCESS B-6 
files. See filenames 

Web pages, INTEGRATION D-3 
worksheets, EXCEL A-12, EXCEL A-13 


| name box, EXCEL A-6, EXCEL A-7 
: Name property, ACCESS C-12 
: navigating 


records, ACCESS A-10-11 
Web pages, INTERNET A-10-11 
worksheets, EXCEL A-11 


| navigation buttons, ACCESS A-10, ACCESS A-11 
Navigation mode, ACCESS A-10 


changing to Edit mode, ACCESS A-10 


_ negative indents, WORD C-12 
_ networks, OUTLOOK A-2 i 
New Appointment button, OUTLOOK AP-2, OUTLOOK AP-3 l 
: New button, EXCEL A-8 f 
* New Contact button, OUTLOOK AP-4, OUTLOOK AP-5 
New Document task pane, WORD A-6, WORD A-7, 


WORD B-2, WORD B-3 


j New Entry dialog box, OUTLOOK A-8, OUTLOOK A-9, 


OUTLOOK A-16, OUTLOOK A-17 


| New Note button, OUTLOOK AP-2, OUTLOOK AP-3 
* New Record button, ACCESS A-12, ACCESS A-13, 


ACCESS C-14, ACCESS C-15 


: New Task button, OUTLOOK AP-2, OUTLOOK AP-3 

: new workbook panes, EXCEL A-6 

l next page section break, WORD D-4 

; No Border button, EXCEL C-13 

< Normal pointer, EXCEL A-11 

Normal view, POWERPOINT A-10, POWERPOINT A-11, 


WORD A-5 


: Not Between option, conditional formatting, EXCEL C-15 
l not equal to operator (<>), ACCESS B-15 

: Not Equal To option, EXCEL C-15 

_ notes, POWERPOINT A-3 

entering and printing, POWERPOINT B-11 

: Notes Page view, POWERPOINT A-10, 


POWERPOINT A-11, POWERPOINT B-11 


l notes pane, POWERPOINT A-6, POWERPOINT A-7 
_ Notes shortcut, OUTLOOK AP-2 

< Number data type, ACCESS B-2, ACCESS B-3 

: numbering 


lists, WORD C-14, WORD C-15 
pages, WORD D-8—9 
removing, WORD C-14 

styles, WORD C-14 


POWERPOINT C-5. See a/so form(s); macros; 
modules; page(s); queries; report(s); table(s) 


aligning, POWERPOINT C-6, POWERPOINT C-8, 
POWERPOINT C-9 

definition, ACCESS A-4 

drawing, POWERPOINT C-4, POWERPOINT C-5 

editing, POWERPOINT C-6—7 

flipping, POWERPOINT C-6 

modifying, POWERPOINT C-4, POWERPOINT C-5 

opening in Query Design view, ACCESS B-18 

relationship between, ACCESS A-5 

rotating, POWERPOINT C-6 

stacking order, POWERPOINT C-7 

viewing, ACCESS A-8 


: Object list box, ACCESS C-6, ACCESS C-7 

< Objects bar, ACCESS A-8 

* Objects button, ACCESS A-8, ACCESS A-9 

_ odd page section break, WORD D-4 

< Office Assistant dialog balloon, POWERPOINT A-14 
Office Assistant feature, EXCEL A-16, EXCEL A-17, 


WORD A-15, WORD A-16 

changing, EXCEL A-16 

lightbulb symbol, POWERPOINT B-9 
opening, EXCEL A-16 

turning off, POWERPOINT A-14 


| Office Assistant Tips, EXCEL A-16, EXCEL A-17 
: Office Clipboard, ACCESS D-11, INTEGRATION A-2, 


INTEGRATION A-3, WORD B-6, WORD B-10—11 

copying and moving items between documents, 
WORD B-11 

deleting items, WORD B-10 

opening, EXCEL B-12, WORD B-10 

using, EXCEL B-13 


j Office on the Web option, Help menu, ACCESS A-19 
: Office XP, OFFICE A-1—16. See also Access 2002; Excel 


2002; Internet Explorer; Outlook 2002; PowerPoint 
2002; Word 2002 

compatibility and integration, OFFICE A-2 
components, OFFICE A-2 

online collaboration, OFFICE A-2 


l OLE Object data type, ACCESS B-3 
: online collaboration, OFFICE A-2 


integration, INTEGRATION A-2 


-online meetings, POWERPOINT A-3 

: on-screen presentations, POWERPOINT A-3 

_ Open button, EXCEL A-8, EXCEL A-9, WORD B-2 

© Open command, WORD B-2 

: Open dialog box, ACCESS A-6, ACCESS A-7, EXCEL B-4, 


POWERPOINT C-2, POWERPOINT C-3, WORD B-2, 
WORD B-3 


| opening 


Clipboard, EXCEL B-12 

control property sheets, ACCESS D-6 
databases, ACCESS A-6, ACCESS A-7 
documents, WORD B-2—3 

multiple programs, INTEGRATION A-4—5 
Office Assistant, EXCEL A-16 

Office Clipboard, WORD B-10 
presentations, PONERPOINT C-2—3 
Spelling dialog box, ACCESS C-16 
URLs, INTERNET A-8, INTERNET A-9 
workbooks, EXCEL A-8, EXCEL A-9 


: option button controls, ACCESS C-2, ACCESS C-3 
: option group controls, ACCESS C-2, ACCESS C-3 
l Options dialog box, ACCESS A-19 

: Or criteria, ACCESS B-19 

: order of precedence, formulas, EXCEL B-9 


Organize button, OUTLOOK AP-2, OUTLOOK AP-3 

Organize Favorites dialog box, INTERNET A-9 

orientation of paper, WORD D-2, WORD D-3 

Orientation option, Print dialog box, INTERNET A-14 

outdents, WORD C-12 

outline(s), WORD C-15 

Word, inserting into PowerPoint presentations, 
INTEGRATION C-4—5 

outline pages, POWERPOINT A-3 

Outline tab, POWERPOINT A-6, POWERPOINT A-7 
entering text, POWERPOINT B-8—9 

Outline view, WORD A-5 

Outlining toolbar, POWERPOINT B-8 


Outlook 2002, OFFICE A-2, OFFICE A-16, OUTLOOK A-1-19. 
* pixels, ACCESS C-6 

: placeholders, POWERPOINT B-6, POWERPOINT B-7 
< planning 

managing appointments and tasks, OUTLOOK AP-2—3 


adding contacts to Address Book, OUTLOOK A-8—9 
Distribution Lists. See Distribution Lists 
e-mail. See e-mail 


managing contacts, OUTLOOK AP-4—5 
previewing your day, OUTLOOK AP-6—7 
sending presentations, PONERPOINT C-11 
starting, OUTLOOK A-4—5 
Outlook Bar, OUTLOOK A-6, OUTLOOK A-7 
Outlook Express, OUTLOOK A-19 
Outlook Shortcuts, OUTLOOK AP-2 
Outlook Today page, OUTLOOK AP-6—7 
Outlook Today view, OUTLOOK A-4, OUTLOOK A-5 
Outlook window, OUTLOOK A-6—7 
overhead transparencies 
black-and-white, POWERPOINT A-3 
color, POWERPOINT A-3 
printing slides for, POWERPOINT A-16 
Overtype mode, WORD B-4 


»P 
page(s), ACCESS A-4. See also Web pages 
numbering, WORD D-8—9 
page breaks, WORD D-6—7 
Page Footer section, reports, ACCESS D-2, ACCESS D-3 


page layout settings, sections, WORD D-5 
Page Numbers dialog box, WORD D-8, WORD D-9 
Page Order option, Print dialog box, INTERNET A-14 
Page Setup button, WORD D-11 
Page Setup dialog box, ACCESS A-17, ACCESS B-8, 
WORD D-2, WORD D-3, WORD D-6, WORD D-10 
charts, EXCEL D-17 
Pages per sheet option, Print dialog box, INTERNET A-14 
paper 

orientation, WORD D-2, WORD D-3 

size, WORD D-3 
Paper Source option, Print dialog box, INTERNET A-14 
paragraph(s) 

aligning, WORD C-8-9 

changing spacing, WORD C-6, WORD C-7 
Paragraph dialog box, WORD C-12 
paragraph marks, WORD C-6 
paragraph styles, WORD C-7 
Paste as Hyperlink command, WORD B-9 
Paste button, WORD B-6 
Paste command, WORD B-9 
Paste Options button, EXCEL B-12, WORD B-6, WORD B-7 
Paste Special command, WORD B-9 


Page Header section, reports, ACCESS D-2, ACCESS D-3 l 
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printing, EXCEL A-14, EXCEL A-15 
rows. See worksheet rows 
saving, EXCEL C-2 
updating in PowerPoint, INTEGRATION C-10—11 


j worksheet cells, EXCEL A-6, EXCEL A-7, OFFICE A-6 


active, EXCEL A-6 


addresses, EXCEL A-6 

columns. See column(s) 

contiguous, selecting, EXCEL C-2 

deleting, EXCEL B-19 

entries. See cell entries 

filling with sequential text/values, EXCEL B-17 
inserting, EXCEL B-19 

references. See cell references 


* worksheet columns 


adjusting widths, EXCEL C-8—9 

deleting, EXCEL C-10, EXCEL C-11 
headings, EXCEL C-8, EXCEL C-9 
inserting, EXCEL C-10, EXCEL C-11 
worksheet window, EXCEL A-6, EXCEL A-7 


* worksheet rows 


adding to ranges, EXCEL C-2 

deleting, EXCEL C-10, EXCEL C-11 
inserting, EXCEL C-10, EXCEL C-11 
specifying height, EXCEL C-9 

worksheet window, EXCEL A-6, EXCEL A-7 


< worksheet window, EXCEL A-6—7 
< World Wide Web (Web; WWW), INTERNET A-2, 


OFFICE A-12—13. See also Internet; Web entries 
history, INTERNET A-4 

publishing on, INTEGRATION D-1 

surfing, INTERNET A-6 


>x 
: x-axis, EXCEL D-2, EXCEL D-3 
XY charts, EXCEL D-3, POWERPOINT D-7 


| »Y 
: y-axis, EXCEL D-2, EXCEL D-3 
-= Yes/No data type, ACCESS B-3 


TS. 


: Zoom button, Print Preview, EXCEL A-15 
~ Zoom pointers, ACCESS D-8 


